
FOR MARINE CORPS ORDERS:

FOR MARINE CORPS BULLETINS:  Including 2 through 5 above.

HQMC ARDB DIRECTIVE MANAGEMENT CHECKLIST 
(Steps are presented in sequential order) YES NO

Prior to submitting a draft directive into the HQMC ARDB Directive Review Portal, complete and sign this 
checklist.  It will become part of the draft directive package included in the Directive Review Process.

HAVE I USED THE 'SMEAC' FORMAT IN MY MARINE CORPS ORDER?  Situation, Mission Execution, 
Administration AND Logistics, Command and Signal 

Is the format of my directive in compliance with page 1-15 of MCO 5215.1K?  **DO NOT USE THE MS 
Word 'AUTO FORMAT' FEATURE**

Have I satisfied the Records, Reports, Forms, FOIA, Privacy Act and Legal Requirements in my 
directive and included this information in the 'Administration and Logistics' paragraph of my directive?

Have I requested a MCEITS account to gain access to the HQMC ARDB Directives Review Portal?

Has my directive been pre-coordinated with internal and external stakeholders?  If no, attach justification to 
this checklist.
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Have I used the correct format for my bulletin per Chapter 3 of MCO 5215.1K?6

4

3

This checklist can be found at https://ehqmc.usmc.mil/org/ar/ard/Lists/Directives%20Management%20Links/AllItems.aspx
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